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POSITION  PURPOSE   
This business operations position is responsible for a wide array of operational tasks supporting assigned areas.  It will 
collaborate closely with WSU IT teams, and other professionals from other business areas to define business problems 
and create solutions. This position will report to a manager of their assigned department/unit. 

 

Essential Job Functions   
(Group similar job duties together).                                                      

Estimate % of time 
Performing Job Duties  

Provide day-to-day technical and operational support for department/unit including running, 
managing and troubleshooting scheduled tasks in the ERP (Enterprise Resource Planning) 
environment.   

Manage campus ERP system identifiers, ensure business unit transactions are posted, and 
security and permission management. 

Participates in testing and deployment of technology tools. 

50% 

Work closely with central IT to plan and coordinate system testing, evaluating, and making 
effective use of tools, and monitor and run data management systems.   
 
Work with units to understand and adapt business processes and design and develop reports 
for staff. 

 

35% 

Responsible for utilizing technology tools to communicate data and information.  Responsible 
website changes and updates through a CMS (Content Management System) and coordinate 
and send campus broadcast messages on behalf of assigned department/unit. 

10% 

Other duties as assigned.  ( Standard. Do not remove.) 5 % 

 
MINIMUM  QUALIFICATIONS 
 
Education : Associate’s degree 
 
Years of Experience Required : Minimum 2 years of job-related experience 
2+ years in-depth knowledge in finance and/or business operations, reporting and analytics, ERP, and/or other focused 
discipline. 
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Knowledge, Skills and Abilities 

• Good computer skills, including experience with workflow automation, data analytics & reporting, etc. 
Strong ability to effectively communicate and exchange information, in verbal or written form, by sharing 
ideas, reporting facts and other information, responding to questions, and employing active listening 
techniques. 

• Critical thinking and problem-solving skills are a must. Ability to apply the principles of independent logical, 
analytical thinking to define problems, collect data, establish facts and draw valid conclusions. 

• Future-minded individual with a strong desire to contribute to enhancing and streamlining operations  
• Be resilient to changing circumstances and work confidently despite stressful situations. 
• Knowledge of reporting analytics solutions (i.e. Cognos Analytics, Power BI, Tableau, MS Excel). 
• Understanding of current methods of data management and analysis. Proficiency with query language. 
• Data management skills including the ability to analyze, synthesize, and graphically represent data to diverse 

audiences in support of decision-making. 
• Ability to manage and protect confidential information.  Demonstrate sound moral and ethical principles. 

Working Conditions 

Typical office environment.  Work is performed in an office setting with no unusual hazards. 

 

 
 


